a How to Complete and Submit a Funding Application
m For External LaMPSS users

Table of Contents

How to Start @ FuNding APPlICAtION..........ueiiiieiii s e nnne 2
1@ ] 110 o Tt PP 2
OPlON 2 e ——————————————————————aaaaaaaaaaaaaas 4
(@)1 10] o 10 PP 4

Completing the Application FOrM ..., 5

Submitting an Application..........cooooi i 10

Date Last Modified: June 24, 2025 Page 1 of 12



d

How to Complete and Submit a Funding Application

For External LaMPSS users

How To START A FUNDING APPLICATION

There are many options for you to start an application in LaMPSS.

OPTION 1

If you currently have access to LaMPSS, you can log in and click on Programs and Services under

Apply for Funding on the left navigation menu. This will display a list of all the programs and

services you can apply for using the self-serve option.

When you click on the Apply link to the right of the program name, you will be taken to LaMPSS

Online.
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DCS - Employment Support Services
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LSl - Employment Nova Scotia
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Adult Education - Special Project
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Graduate to Opportunity Grow
Graduate to Opportunity Innovate
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If you click on the program name, a brief description of the program will open in a Self-Service
Program Popup window. From this window, you can either go to the program website or go to
LaMPSS Online by selecting the Apply Now button.
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4]
Program Information

DepartmentiArea:

Program:

Program Description/Objectives:
The provides salary contributions
‘to employers to offset the cost of hiring a recent graduate and assist post-secondary
graduates find career opportunities in Nova Scofia

Eligible Employers are Nova Scotia employers that meet one or more of the
following critenia are eligible for the program:

-a company with fewer than 100 employees, and/or
-a start-up company, incorporated within two years of the application date, and/or

-social enterprise, not-for-profit ization, or
standing

harity, with

The employer must provide a permanent full-time position with a minimum annual
salary of $37,500

Eligible Recent Graduates - A recent graduate is an individual who has successfully
completed a post-secondary program within a year of beginning work. They must
live and work in Nova Scotia as a new ful-iime employee of the organization. The
recent graduate must not be hired by the organization until final approval is granted
through the program

Please note that apprenfices are covered by the Apprenticeship START program
and are not eligible for Graduate to Opportunity.

Bili Il Program: No

Click here to see program website Apply Now

4
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OPTION 2:
Many programs have a link to the application on their program website.

OPTION 3:
You may also receive an email from a program area with the link to the application.

These links will open directly in LaMPSS Online. You will log in to LaMPSS there.
If you currently do not have access to LaMPSS, click

https://novascotia.ca/lae/LaMPSS/documents/01 How to Request LaMPSS Access.pdf for
information on LaMPSS.

Once you log into LaMPSS, you will be directed to the program application landing page. It will
display important information for the program you are applying.

To start the application, click on the button.

N OVE(%TIA E

Search NovaScotia.ca

Application Form

Labour, Skills and Immigration

Applications are accepted on a continuous basis.

Before You Begin

Pleaze visit the program's home page and download the Program Guidelines document. Review the Guidelines document carefully and prepare or gather
any supplemental documents required to submit along with the application.

Required Documents

= Job Description

Important Links

= Program Website

&=

Note: When you launch the application form, you will receive an email with a link to your newly
created form. You can use this link to return to the form without having to go through LaMPSS.
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COMPLETING THE APPLICATION FORM

The button will take you to the start of the application form.

The following links are at the top of the page: Important Links, Manage Access, Return to Overview,
and Exit to LaMPSS.

Francais

NOV:!?;&O’I‘ 1A E

Search NovaScoliaca

Apply for

& Important Links ~ & Manage Access € Return to Ovenview [ Exit to LaMPSS

The following sections of this form can be completed in the order listed or any section can be selected from the list below. Sections
can be skipped and completed at a later date. All sections will be available to review before the completed form is submitted.

E,: Status
In Progress

1) The Important Links - These will be the same as on the landing page, referring to the
documents to complete your application.

2) Manage Access - If you wish to grant access to other staff members within your
organization, select Manage Access, which takes you to LaMPSS to manage who can
access and edit the form.

3) Return to Overview - If you wish to return to the LaMPSS Online landing page which
provides key information about the program application, select Return to Overview

4) Exitto LaMPSS - If you wish to exit the application and go directly to LaMPSS, click on Exit
to LaMPSS. You can then use Option 1 to choose a different program, if needed.
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LaMPSS will give a generic name to each application. You may keep that name or enter a unique
name in the box highlighted below.

A unique name will be a useful tool in locating your application under View/Access In-Progress
Forms. It will be helpful if you have or plan to apply for multiple programs in LaMPSS.

The beginning of the application lists all sections you must complete.
You can complete the sections in the order provided, or you can skip them and complete them later.
Some sections need information to be entered in a previous section. If you see the message “All

form sections must be completed to submit the application,” you need to complete the section
before the one you have chosen.

E,"' Status

In Progress

You can enter a unique name here for this form that can help you find it again later.

I Application Form I
Form Section Last Updated Last Updated By Status
1 Crganization Information - - @ Read-Only

2 Employee Information /

3  Workplace Safety - Compensation, Claims and Litigation

4 Contact Information

5 Location

6 Position Information

7 Lenal Signing Officers

8 Suppording Documents

9 Form Summary

Sawve and Confinue Save
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The title of each Form Section provides a link to that section. To begin the application process,
click Save and Continue at the bottom of the page or use the Form Section list to jump directly to a
specific screen.

n
NOV&C TIA E

Search MovaScotia.ca

Apply for

& Important Links ~ = Return to Section List & Manage Access & Exil to LaMPSS

E’: Status

In Progress

Step 3of9 -

Workplace Safety - Compensation, Claims and Litigation

WCE Coverage
Do you have WCE coverage or sufficient insurance to cover accidents or injuries on the job for the
employees?

Select bl

Save Skip for Mow

Clicking Save and Continue will direct you to the next step in the application. If you wish to skip the
section, click the Skip for Now button at the bottom of the page.

If you have provided answers to all questions, select Save and Continue.

If you wish to go to another section, click Return to Section List at the top of the page.
You can also see the list of sections by selecting the drop-down menu on the step count.

If you leave a page without completing and saving,
you will receive a pop-up, notifying you that any
unsaved changes will be lost.

Are You Sure? X

There are unsaved changes. All changes will be lost unless a
save is performed.

Are you sure you want to navigate away from this page?

Save & Continue Continue Cancel
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When you return to the ‘Section List,’ the form sections will show when they were last updated, who
updated them, and their status. If a section is Locked, another organization contact is working on
that section.

P enpoman [k © B Manaos Access = Bt 1o Crvervisy o Exil o LaMPS5
The following sections of this farm can be completed n the order listed or any sechon can be selected from the kst below. Sectons
can be skipped and completed a1 a later date, All sections will be available 1o review before the completed form § submitiéed

Status

In Progreas

Form Mame
You can enter 3 unigue nam here for this form thad can help you find it again laber

Application Forr

Fonm Sacticn [-! Last Updansd Last Updated By Klanus

1 Cymanization Information Jan 19, 2024 & Saved
2 Employes Information Jam 19, 2024 85
3 Wokplpos Salely - Compensation. Claims and Litigatian Jan 19, 2024 & Sa
(RIS 2L Jam 12, 2024 & 5a
5 Lpcatkn Jan 13, 2024 @ 5a
& Ppsition Infermation Jan 19, 2024 &5a
Legal Signing D¥icers Jam 15, 2024 & 5a

B Suppodicg Documants

9 Form Summary

Save and Continsg JEve

Note: Save often! There is a 30-minute timeout on each section of the form, with a 2-minute
warning countdown. If you pause for more than 30 minutes within any section, the
information entered will be lost. Once a section has been saved you will not lose the information.

Every application includes a Supporting Documents section.

If a document is listed under Required Documents, you cannot complete the application without
attaching it.

Any additional documents can be added to the Optional Documents.

To add a document, click the Add link to the right of the Document name.
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The Optional Documents section allows you to select the type of document you wish to add. Once
you have chosen a document type, an Add link will appear in the Optional Document section.

When you click on the Add link, a pop-up will appear. You can
drag and drop the document into this box or click to browse for

Apply for

&

B‘ Statun
R

Swmp ol =

Supporting Documents

Required Documents

iii
4
i

e -

Document DOCUTeNTN) ATIN

Dptional Documents

TocyTarhp| Liached

the specific file you wish to upload.

Upload Attachments (Job Description)

f

Drag Files Here or Click to Browse

Cancel
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Each file must have a unique name
and be no more than 1MB. If you
attempt to upload a document
larger than 1MB, you will receive
the following error message.

(If you need help reducing the size
of your document, here are some
tips:

A\ Error Uploading File(s)

The following file(s) could not be uploaded:

+ Attachment ServiceProviderOrientation.pdf exceeds maximum file size limit of 1.00 MB.

https://ircc.canada.ca/english/helpcentre/answer.asp?qnum=1213&top=23)

If no documents are required and you are not providing any optional documents, click on Save and

Continue.

When you submit the application, LaMPSS will notify you that some sections have not been

completed.

SUBMITTING AN APPLICATION

The final step is the Form Summary. This is where you can View or Download a Summary of the

application and submit the application.

If you have not completed all sections of the application, LaMPSS will direct you to return to the
Form Section List to complete the missing sections.

N{}\-E;;E;&)TIA

Apply for

P Suanus

A Progress

Step B of & -

Form Summary

& Impoeiant Links - = Bilurm 1o Sectcn L

B Manaos Acce

G Exil 19 LaMPSS

submitiad i all sections are compiated

a There ang 5till 5ctions That have not been completed on this form. The frm cannot be
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When you click Download PDF, you can download copy of your application.

If you find any sections that need to be revised, you can click the Edit link to the right of the form
section name to return to the application form.

Once all required sections are complete, the Submit button will be visible, and you can submit the

application.

Some programs require you to read and agree to an Acknowledgement statement before you

Submit the application.

Legal Signing Officers

Legal Signing Officer 1

Title Mof Provided

First name

Last naijie

Telephone 902-555-7879
Mobile 902-555-7777
Email 1

Required to sign the legal Agreement Yes

Signature Conditions Mot Provided
Supporting Documents

Required Documents

Document Document(s) Attached
Job Description Peter Parker JS.docx
Optional Documents

Document Document{s) Attached

Mo decuments have been attached.

Acknowledgement

hereby acknowledge that | have read the Program Guidelines and my organization
ill have certain responsibilities related to any agreement entered with the

Province of Nova Scotia

it | [BDownload PDF

Size

0.02 ME

Size

&
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Once the application is successfully submitted, you will receive the following message, which
includes your unique agreement number. You will also receive a confirmation email with this
information.

Apply for

B Esil 1o LaMPES

0 Your application form for has been

submitted.

What happens next?

will cantact you within 5 business days to
acknowledge receipt of your application

Your application form will be reviewad and assessed against program
eligib@ty erileria

will contact you to let you know when a decision
has bien made

Far referenca. the Agreemant ID is Plaase rafer to the LaMP5S5
salf-service websile for information on the status of the submission

Updates for your application form
Plaase download a copy of your application form for your recards

Faor more information about the status of your application form, please
contact Employment Nova Scofia

=

Keep your application summary in a safe place — you may need to refer to it when working with your
agreement manager.
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